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Screen 2
Screen Narration:

Welcome! This course is designed to give you a brief overview of each step in the Performance Management Cycle,
identify individual responsibilities for leaders, managers/supervisors, and employees within each step, and connect you
with the resources available to help you effectively support a performance culture.

Select the “Navigation Tutorial” button to learn how to navigate throughout the course. Otherwise, select the “Next” button
and we’ll begin.

Page 2



Overview of Performance Management

Purpose of Parformance Management

Step 11 Align Goals
Step 2: Set Expectations
Step
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perfor the arrows in the top right comer of the menu.

Closes the course.

Takes you to the course Resources page where you can download
a PDF file of all the resources presented in the course, the IC
Standards, and a print-based version of the course.

Enables the closed caption text.

Shows how much of the course you have completed.

Takes you to the screen you previously viewed.

This button toggles between “Play" and "Pause" and will play
or pause the audio.

Takes you to the next screen in the course.
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Screen 3

Screen Narration:

The menu button is in the top left corner of the screen.

To open the menu, select the arrows.

Within the menu you will see a list of each section in the course.

To open a particular section, select the section title.

The course will then advance to that section.

To close the menu, select the arrows in the top right corner of the menu.

The rest of the navigation buttons are along the bottom of the screen.

Take a moment to review the information in the table to learn the functionality of these buttons.

When you are done, select the “Next” button to begin the course.
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Performance management benefits the individual
employee and the organization

Screen 4
Screen Narration:

The purpose of performance management is twofold and, when implemented correctly, benefits both the individual
employee and the organization.
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tthe expand ikon

Purpose of Performance Management

Professional and personal growth
opportunities

Better communication between
managers/supervisors and
employees

Increased clarity regarding job
responsibilities and expectations

Increased job satisfaction

Pulakos, E (2004). Per) a5 Developing, Impl
and Evalusting Perform. e 2, VA: SHRM Four

Screen 5
Screen Narration:

First, in terms of benefits to the employee, performance management provides employees with professional and personal
growth opportunities, better communication between managers/supervisors and employees, increased clarity regarding
their individual job responsibilities and expectations, and increased job satisfaction.

Effective performance management identifies best practices for improving the employee performance management
system so that the performance evaluation and award systems fairly reflect performance distinctions and effectively
motivate employees.
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* Links employee efforts to the
strategic goals, values, and
priorities of the organization

* Increases productivity

= Provides data by which human
capital decisions can be made
(e.g., promotion, pay, incentives
and rewards, etc.)

(Pulakos, E (2004). Performance Management: A Roadmep for Developing Implementing
and Evaluating Performance Mamgement Systems. Alexandria, VA: SHRM Foundation)
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Screen 6
Screen Narration:

Second, in terms of benefits to the organization, performance management links employee efforts to the strategic goals,
values, and priorities of the organization, increases productivity, and provides data by which human capital decisions can
be made.
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Purpose of Performance Management

Remember: the performance
management cycle is a cycle.

Don’t get bogged down
or overwhelmed with
the steps.

Screen 7

Screen Narration:

The important thing to remember about the performance management cycle is that it is a cycle with each step repeating
itself year after year. As such, don’t get bogged down or overwhelmed with the steps.
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icon [>>] to open the menu

Purpose of Performance Management ¥ Return to Introduction

Lessons Learned
Start implementing and
take what you learn from
one year to positively
influence the next.

Screen 8

Screen Narration:

Because the cycle repeats, you are naturally going to get better with practice. The main thing is to start implementing, and
then take what you learn and make improvements to the next performance evaluation period.
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Screen 9
Screen Narration:

Within the DCIPS performance management phases there are four activities: plan, develop and monitor, rate, and reward.

Here you can see how the first three activities of the DCIPS performance management phases map with the six steps
used in this course.

The DCIPS planning activity maps with steps 1 and 2 on the cog.
The develop and monitor activities occur in step 3.

And the DCIPS rating activity maps to steps 4, 5 and 6.

The natural output of the DCIPS performance management cycle is reward which is administered at your organization’s
level and is not addressed in this overview course. Go to the DCIPS training website link, located in the resource
summary section, for more information about the reward phase.
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Performance Management Cycle

Select a step or the
Performance Management
Drivers to learn more.

Screen 10
Screen Narration:

Within this Overview course, there are six steps within the cycle. Each step is identified on the model. At the heart of
performance management there are five key driving factors: understanding, open communication, trust, respect, and
goodwill. These driving factors are integral to all steps of the cycle. To learn more about the responsibilities and
resources for one of the steps or the key performance management drivers that apply to all steps, select them on the
model.
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Step 1: Align Organization Goals with IC Goals

Screen 11 - Step 1: Align Organization Goals with IC Goals

Screen Narration:

The first step of the performance management cycle is to align individual goals with the goals and priorities of the
Intelligence Community, commonly referred to as the (IC) and organizational mission and goals.
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tthe expan

Step 1:

Align Organization Goals with IC Goals

Take responsibility to learn the
goals and priorities of the IC and
your organization and, when
appropriate, offer input as to how
you or your organization will meet
IC objectives.

Screen 12

Screen Narration:

The process of bringing the organization into alignment requires that everyone in the organization be aware of the goals
and priorities of the IC and your organization, and, based on their individual realms of influence, offer input as to how the
organization will meet objectives. Because goals and priorities can and often do change, this step is a continuous
process that happens throughout the performance evaluation period.
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Step 1: Align Organization Goals with IC Goals

Individual Responsibilities Performance Management
Resources
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Select an individual to see a list of Select the image to learn about the

his/her responsibilities for this step resources available for this step

44 BACK | PAUSE

Screen 13
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the “Performance Management”
graphic in the top right corner to learn about another step.

Page 13



Overview of Performance Management

" Return to Step 1
Leader

Identify the documents and/or other forms of communication that outline the goals and
priorities for the Intelligence Community (IC) as well as organizational mission and goals. Ensure
your manager/supervisors and employees are aware and have access to them. These documents
may include the National Security Strategy, the National Intelligence Strategy, the National Intelligence
Priorities Framework (NIPF), your organization’s strategic plan, and other planning guidance and
component resources.

Review the goals and priorities of the IC and your organization and determine what your
subordinate organizations can do to help achieve them.

As appropriate, help blish the gi i goals for your organization.

Once your organization has outlined its strategic goals and objectives, pay attention to any changes
pertaining to the IC goals and priorities. When applicable, propose corresponding changes to
your organization’s goals and objectives. Otherwise, if you don’t continually ensure your
organization’s goals and objectives are in alignment with IC priorities, your organization may put time
and effort into initiatives that are no longer an IC priority.

Screen 14
Screen Narration:

As a leader, it's your job to ensure that the strategic goals and objectives of your organization are aligned with the goals
and objectives of the IC. Doing this will help to ensure that the individuals in your organization are not only working hard,
but working on the things that matter most.

As a leader within the performance management process, you may also be the Performance Review Authority or PRA. In
this course, the leader responsibilities include those of the PRA.

Take a moment to read through your responsibilities for this step. When you are done, select the “Return to Step 1” arrow.
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E MANAGEMENT OVERVIEW

* Return to Step 1

Manager / Supervisor

+ Identify the documents and/or other forms of communication that outline the goals and
priorities for the Intelligence Community (IC) as well as organizational mission and goals. Ensure
your managers/supervisors and employees are aware of and have access to them. These
documents may include the National Security Strategy, the National Intelligence Strategy, the National
Intelligence Priorities Framework (NIPF), your organization’s strategic plan, and other planning
guidance and component resources.

Review the goals and priorities of the IC and your organization and determine what your
subordinate organization(s) can do to help achieve them.

blich

As appropriate, help and ricate the strategic mission goals for your organization.
Once your organization has outlined its strategic goals and objectives, pay attention to any changes
pertaining to higher level strategic goals, such as the IC goals and priorities. When applicable,
propose corresponding changes to your organization’s goals and objectives. Otherwise, if you
don’t continually ensure your organization’s goals and objectives are in alignment with higher
priorities, your organization may put time and effort into initiatives that are no longer a priority.

Screen 15
Screen Narration:

As a manager/supervisor, it's your job to ensure that the strategic goals and objectives of your organization are aligned
with the goals and objectives of the IC and your organization. Doing this will help to ensure that the individuals you
supervise are not only working hard, but working on the things that matter most and appropriate to the work level.

As a manager or supervisor within the performance management process, you may also be the rater or reviewer. The
rater is the management official who evaluates the performance of an employee and prepares the evaluation of record.
The reviewer is the management official who reviews and approves ratings and narratives to ensure consistency between
and among raters. In this course, the terms manager/supervisor include the responsibilities of the rater and reviewer.

Take a moment to read through your responsibilities for this step. When you are done, select the “Return to Step 1” arrow.
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S Return to Step 1

Employee

= Review the goals and priorities of the IC and your organization and determine what your
organization can do to help achieve them.

= As appropriate, help establish the strategic mission goals for your organization.

+ Pay attention to any changes pertaining to higher level goals and priorities, such as those of the
IC or your organization. When applicable, meet with your manager/supervisor and propose
corresponding changes to your goals and objectives. Otherwise, if you don’t continually ensure
your goals and objectives are still in alignment with higher priorities you may put time and effort into

initiatives that are no longer a priority.

Screen 16
Screen Narration:

As an employee, take the initiative to review the goals and priorities of the IC and your organization and then, where
appropriate, help your organization determine how to best meet them.

At a minimum, you can ensure that your individual goals and objectives are aligned with the goals and objectives for your
organization.

Within the performance management process there are additional roles your leader, manager, or supervisor may carry
out. Sometimes leaders are the PRA. Your manager or supervisor may also be the rater or reviewer. The rater is the
management official who evaluates the performance of an employee and prepares the evaluation of record. The reviewer
is the management official who reviews and approves evaluations of record to ensure consistency between and among
raters.

Take a moment to read through your responsibilities for this step. When you are done, select the “Return to Step 1” arrow.
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¥ Return to Step 1
RESOURCES
Courses:

Leading Your Mission
Target Audience: Leaders

Performance Management: Achieving Results. Accomplishing Mission
Target Audience: Leaders

You can access these and other current DCIPS courses by going to the DCIPS internet website:
http://dcips.d8ek®i/training.html

& Resource Summary

Screen 17
Screen Narration:
Take a moment to review the course resources for Step 1. When you are done, select the “Return to Step 1” arrow.

For a complete list of the resources tied to each step of the Performance Management Cycle, select the “Resource
Summary” button.
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2: Set Expectations & Performance Objectives

Step

= Refine performance objectives and
behayioral expectations throughout
the gRrformagce evaluafion period
as ded. —

Capture lessan8 learned from
preyious perfon g&sevaluahor\
perfodsto help refine the current
evaluation period.

Screen 18
Screen Narration:

Step 2 happens at the beginning of the performance evaluation period. During this step, managers/supervisors and
employees meet to set performance objectives and discuss behavioral expectations that map to performance elements
and link to and support the organization’s strategic goals and priorities.

Doing this helps ensure that the employee’s efforts are aligned with desired mission objectives.

The objectives set should be written to the successful level, appropriate to the work level, reasonable, attainable, and
challenge the employee. They should be further tied to the IC Performance Standards.

Two points to keep in mind are that because priorities and/or the mission focus can change, it is important to refine
performance objectives and behavioral expectations throughout the cycle as needed.

Additionally, lessons learned from previous cycles can help refine the current cycle.
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ectations & Performance Objectives

Step 2: Set Exp

Individual Responsibilities Performance Management
Resources

MANAGER/SUPERVISOR EMPLOYEE
3 s |
Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

<4 BACK | PAUSE

Screen 19
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the “Performance Management”
graphic in the top right corner to learn about another step.
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S Return to Step 2

Leader

= Collaborate with other leaders in your organization to ensure your expectations for your
managers/supervisors are similar to what other leaders expect from their managers/supervisors
in similar jobs.

= Meet with other leaders and/or your managers/supervisors to ensure consistency in evaluating
performance during the coming evaluation period.

= Be a strong advocate for aligning individual ployee activities with mission goals and objectives.

Select the arrow 1o see additional responsibilities for this step g

Screen 20
Screen Narration:

Clearly communicating your expectations to your managers/supervisors pertaining to their performance objectives and
elements lays the foundation for a robust performance evaluation period and helps you avoid costly mistakes, potential
disputes, or hard feelings.

As such, take a moment to read through your responsibilities for this step and consider how you can implement each one.
When you are done, select the “Return to Step 2” arrow.
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Screen 21
Screen Narration:
N/A

S Return to Step 2

Leader continued

= Meet with your managers/supervisors to set performance goals/objectives for the evaluation period:

Clearly articulate expectations to your managers/supervisors regarding their performance objectives and
performance elements by identifying the expected behavior and results in the context of each
manager’s/supervisor’s job. (For example, the behavior and results one would expect for the

ication el would be ferent for a r/supervisor working in a public relations job than
that of a manager/supervisor working as a computer programmer.)

Ensure your managers/supervisors have the knowledge, skills, and resources needed to accomplish their
objectives and goals. Address and/or remove potential barriers to your managers’/supervisors’ success.

Ensure your managers'/supervisors’ objectives and goals are achievable, but also challenging. The goals
should not be too easy or too hard.

Ensure your managers’/supervisors’ objectives and goals map to or

| goals and objecti

Select the arrow to see additional responsibilities for this step D
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" Return to Step 2

Leader continued

« Establish a method and consistent interval in which you track and record your
managers’/supervisors’ accomplishments (e.g., Friday afternoons).

Hold managers/supervisors accountable for clearly articulating expectations to each employee
at the beginning of the performance evaluation period and maintaining consistent dialogue
throughout the year.

Throughout the perfomance evaluation period continuously monitor the strategic goals of the
Intelligence Community and your organization and, when changes occur, inform your
managers/supervisors so they can make necessary modifications to the goals and objectives of
their employees. This will help to ensure the employees in your organization are not just working
hard, but working on the tasks that matter most to meeting mission goals.

Screen 22
Screen Narration:
N/A
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" Return to Step 2

Manager / Supervisor

= Collaborate with other managers/supervisors in your organization to ensure you are all setting
similar expectations for similar jobs.

= Meet with your supervisor to set your own performance goals/objectives for the performance
evaluation period.

= Ensure your performance objectives support your organization’s mission.

* Review the standards and elements definitions to ensure your performance objectives and goals are
aligned appropriately for your position and work level.

Select the arrow to see additional responsibilities for this step Q

Screen 23

Screen Narration:

Clearly communicating your expectations to your employees pertaining to their performance objectives and elements lays
the foundation for a robust performance evaluation period and helps you avoid costly mistakes, potential disputes, or hard

feelings.

As such, take a moment to read through your responsibilities for this step and consider how you can implement each one.
When you are done, select the “Return to Step 2” arrow.
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S Return to Step 2

Manager / Supervisor continued

* Meet with your employees to set performance goals/objectives for the performance evaluation
period:

= Clearly ar i to each ploy regarding his/her performance objectives and
performance elements by identifying the expected behavior and results in the context of the
yee’s job. (For the behavior and results one would expect for the communication element
would be different for an employee working in a public relations job than that of an employee working as a
computer programmer.)

Ensure your employee has the knowledge, skills, and resources needed to accomplish his/her objectives and
goals. Address and/or remove potential barriers to your employee’s success.

Ensure your employee’s objectives and goals are achi ble, but also chall il written to the
Successful performance standard, and reflect the appropriate work level.

Ensure your employee’s objectives and goals map to or | goals and i

Select the arrow 1o see additional responsibilities for this step :

Screen 24
Screen Narration:
N/A
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¥ Return to Step 2

Manager / Supervisor continued

= Establish a method and consistent interval in which you track and record your employees’
accomplishments (e.g., Friday afternoons).

= Throughout the performance evaluation period continuously monitor the strategic goals of the
Intelligence C ity and your organization and, when changes occur, make necessary
modifications to the goals and objectives of your ploy This will help to ensure your
employees are not just working hard, but working on the tasks that matter most to meeting mission
goals.

Screen 25
Screen Narration:
N/A
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" Return to Step 2

Employee

Be an active participant in the objective/goal setting meeting by asking for clarification pertaining to
your manager’s/supervisor’s expectations and/or sharing any concerns that may hinder you
from meeting your objectives.

’,

Ensure your perfor bjectives t your organi s

Review the standards and elements definitions and work levels to ensure your performance
objectives and goals are aligned appropriately for your position.

Establish a method and consistent interval in which you track and record your accomplishments.

Screen 26
Screen Narration:

Establishing clear expectations for your performance objectives and elements should be a collaborative effort between
you, as an employee, and your manager or supervisor.

As such, take a moment to read through your responsibilities for this step. When you are done, select the “Return to Step
2” arrow.
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SW¥* Return to Step 2

RESOURCES Step 2 Resources

Courses:

Setting Behavioral Performance Expectations
Target Audience: Managers/Supervisors, Employees

SMART Performance Objectives
Target Audience: All

ISuccess: Writing SMART Performance Objectives and a Self-Report of Accomplishments
Target Audience: All

Salect the arrow 10 vee addtional rescurces K this 1tep

Screen 27
Screen Narration:

Take a moment to review the course resources for Step 2. For a complete list of the resources tied to each step of the
Performance Management Cycle, select the “Resource Summary” button. When you are done, select the “Return to Step
2” arrow.
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S Return to Step 2

Step 2 Resources

Resources:

Accomplishments Tracking Log
Target Audience: Employees

Exemplar Performance Objectives Database
Target Audience: All

You can access these and other current DCIPS courses by going to the DCIPS internet website:
ipSidttonmil/t

& Resource Summary

Screen 28
Screen Narration:
N/A
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ect the expand ikon [>>] to open the ment

Step 3: On-Going Performance Discussions & Coaching

+

Performance feedback, regular and timely, is an effective performance
management activity and required by policy.

44 BACK

Screen 29

Screen Narration:

In the third step of the cycle, managers/supervisors and employees engage in on-going performance discussions and
coaching. Performance discussions should be held any time throughout the evaluation period and can be initiated by
either managers/supervisors or employees. Performance discussions, in the form of a structured conversation should be
initiated as soon as a performance problem develops.
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Step 3: On-Going Performance Discussions & Coaching

Take advantage of
teachable moments.

Screen 30
Screen Narration:

However, performance issues are not only about poor performance. It's just as important to give feedback on the things
an employee is doing well as it is to give feedback on areas of improvement. Additionally, throughout the year, look for
and take advantage of opportunities for teachable moments such as a quick chat in the elevator or when walking to a
meeting, or other times where there is an opportunity to help the employee learn something new or have an "ah-hah"
moment.
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Step 3: On-Going Performance Discussions & Coaching

Individual Responsibilities Performance Management

LEADER

4 A

EMPLOYEE

- =9
Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

<< BACK | PAUSE

Screen 31
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the “Performance Management”
graphic in the top right corner to learn about another step.
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S Return to Step 3

Model effective coaching and mentoring skills by the way you coach and mentor your
managers/supervisors. It is especially important that your managers/supervisors see how you fit
coaching and mentoring into your busy schedule.

Support your managers/supervisors by helping prioritize their busy schedules when needed, such
that they have time to provide feedback to their ploy through the year.

Look for opportunities to free up your managers’/supervisors’ time and thus give them more
opportunities for coaching and mentoring activities. (For example, you could delegate a time
consuming task to another person or assign someone to assist the manager/supervisor with the task.)

Provide vocal and visible support for your managers/supervisors who deal with performance issues.

Select the arrow to see additional responsibilities for this step Q

Screen 32
Screen Narration:

As a leader, you have a great opportunity to influence the coaching and feedback the employees in your organization
receive by how you model effective coaching and mentoring skills with your managers and supervisors.

Take a moment to review the responsibilities for this step and consider how you can help create a culture that encourages
on-going feedback and coaching. When you are done, select the "Return to Step 3" arrow.
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Screen 33
Screen Narration:
N/A

" Return to Step 3

Leader continued

Support your managers/supervisors with training to help them improve their coaching and
mentoring skills.

Ensure there is congruency between what is being rewarded and the behaviors in which you'd
most like to see your managers/supervisors engage. (For example, you may tell your
managers/supervisors that it’s important to provide coaching and feedback to their employees and
yet, if you are only measuring the manager’s/supervisor’s success by his/her production rate there is
little incentive to spend time coaching and giving feedback.)

Foll p with your s/supervisors to ensure they are keeping track of their employees’
accomplishments. One effective way to achieve this is to have your managers/supervisors ask their
employees to submit a weekly activity report (WAR) highlighting their accomplishments for the week.

Seek ongoing opportunities to improve your coaching and mentoring skills.
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S Return to Step 3

Manager / Supervisor

= Hold ongoing collaboration meetings with other managers/supervisors in your organization to
ensure your expectations for your employees are similar to what other managers/supervisors
expect from their employees in similar jobs. This is also a good time to share coaching best
practices and lessons learned.
Through dialogue, provide ongoing positive and develop ital ¢ hing and f k to your
employees. Do not wait until the end of the cycle to tell an employee where he or she is doing well
or where his or her performance needs improvement. Inform early and often.

db

Provide concrete examples and/or illustrations pertaining to your exp ions i d of vague
or general explanations. For example, merely telling your employee to be more dynamic in his/her
briefs does not clearly tell the employee what you expect. Do you mean more dynamic like Robin
Williams in a comedy routine or Colin Powell addressing Congress? A powerful way to provide
concrete examples is by contrasting what you don’t want with what you do want.

Select the arrow to see additional responsibilities for this step :

Screen 34
Screen Narration:

Providing on-going feedback pertaining to your employee's objectives and elements and job performance is important for
not only ensuring expectations are met, but also for establishing an effective and positive working relationship. As such,
take a moment to review the responsibilities for this step and consider how you can use performance coaching and
feedback discussions to foster a positive, open environment with your employees.

When you are done, select the "Return to Step 3" arrow.
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" Return to Step 3

Manager / Supervisor continued

Draw on the feedback you hear from other managers/supervisors both within your organization
and without as a powerful resource for habl c . For instance, has another
organization had success in a particular area from which your employees could learn?

Seek ongoing opportunities to improve your coaching and mentoring skills.

<44 BACK

Screen 35
Screen Narration:
N/A
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Screen 36

Screen Narration:

¥ Return to Step 3

Employee

Observe how others around you are succeeding or failing at the same or similar tasks for which
you are responsible. Then, determine what you can learn from these examples and how you can
apply the feedback.

Seek developmental feedback from your manager/supervisor.

Seek clear input regarding your manager’s/supervisor’s expectations and priorities.

Inform your manager/supervisor if there is anything that may hinder you from being able to meet
your objectives.

Strive to develop an effective working relationship with your manager/supervisor.
Keep a file of any feedback you receive on accomplishments that pertain to your goals and

objectives (i.e., an email from a customer complimenting your work) and send your
manager/supervisor a copy for his/her review.

You can help establish a positive working relationship with your manager or supervisor by engaging in activities that keep
the lines of communication open between the two of you. Take a moment to review your responsibilities for this step and
consider how they can help you more effectively communicate with your manager or supervisor.

When you are done, select the "Return to Step 3" arrow.
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S Return to Step 3

RESOURCES Step 3 Resources

Courses:

COACH for Success
Target Audience: Managers/Supervisors

Managing Your Manager
Target Audience: Employees

You can access these and other current DCIPS courses by going to the DCIPS internet website:
lhltp://rk ips.ddmit/training.html ]

@ Resource Summary

Screen 37

Screen Narration:

Take a moment to review the course resources for Step 3. For a complete list of the resources tied to each step of the
Performance Management Cycle, select the "Resource Summary" button.

When you are done, select the "Return to Step 3" arrow.
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Step 4: Self-Report of Accomplishments

The self-report of
accomplishments narrative
gives employees an
opportunity to describe
how they contributed to
the organization’s mission.

Screen 38
Screen Narration:

Step four happens towards the end of the performance evaluation period. During this step, employees are asked to
submit a self-report of accomplishments. This report provides employees with an opportunity to describe how they
contributed to the organization's mission and ensures their rater and reviewer are aware of their accomplishments
pertaining to their performance objectives and elements.
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tthe exg

Step

4: Self-Report of Accomplishments

Individual Responsibilities Performance Management

LEADER
£

EMPLOYEE

="

YW - o4 | RESOURCES

Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

[l ResouRces | | e 44 BACK | PAUSE

Screen 39
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the "Performance Management"
graphic in the top right corner to learn about another step.
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" Return to Step 4

Leader

= Ensure your managers/supervisors are aware of and i to their ploy your
or ization’s pr Is for the ployee self-report of accomplishments (e.g., format, report
length, due date, and any content specifications).

= Ensure the ploy in your organization are aware of the role the self-report of
accomplishments plays in helping them show they contributed to the mission.

Screen 40
Screen Narration:

You can help set the employees in your organization up for success by ensuring your managers and supervisors
communicate your organization's protocols for the employee self-report of accomplishments.

Select the "Return to Step 4" arrow.
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" Return to Step 4

Manager / Supervisor

Communicate to your employees the organization’s protocols for the employee self-report of
accomplishments (e.g., format, report length, due date, and any content specifications).

Remind the employee to focus on impact and results.

As needed, assist your employee with writing his/her self-report of accomplishments. Give
directions as to what the report should look like.

Make your employees aware of the training and tools available and support them by giving them
the time to attend training and write their self-reports of accomplishments.

Screen 41
Screen Narration:

You can help set your employees up for success by ensuring that they are aware of your organization's protocols for their
self-reports of accomplishments and offering assistance, where needed. Help them identify the training and tools available
and support your employees by giving them the time to attend training.

Select the "Return to Step 4" arrow.
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" Return to Step 4

Employee

Ask your manager/supervisor if there is a specific format and/or length your self-report should
follow; ask for guidance about what it should look like.

Write to your performance objectives and elements.

the el definiti and standards so you can include examples in your self-report
that support the standard you feel you met.

Include details pertaining to the situation, action(s) you took, your level of responsibility,
resources you oversaw (e.g., money, people, equipment), and the results of your
accomplishments.

Focus on impact and results. Include sufficient details to highlight your accomplishments and
explain the impact they made. Don’t provide irrelevant or mundane information.

Screen 42
Screen Narration:

Your self-report of accomplishments is your opportunity to ensure that your rater and reviewer are aware of your
accomplishments pertaining to your performance objectives and elements. As such, take a moment to review your
responsibilities, think about the impact and results of your accomplishments, and consider how you can prepare to write
an effective self-report.

When you are done, select the "Return to Step 4" arrow.
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S Return to Step 4

RESOURCES Step 4 Resources

iSuccess: Writing SMART Performance Objectives and a Self-Report of Accomplishments
Target Audience: All

You can access these and other current DCIPS courses by going to the DCIPS internet website:
http://dcips.dtic.mil/training

& Resource Summary

Screen 43

Screen Narration:

Take a moment to review the course resources for Step 4. For a complete list of the resources tied to each step of the
Performance Management Cycle, select the "Resource Summary" button.

When you are done, select the "Return to Step 4" arrow.
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edect the expand kon | pen the menu
Step 5: Rate Performance & Write Narrative

Screen 44
Screen Narration:

After employees submit their self-report of accomplishments, raters evaluate employee performance and write a
corresponding narrative that justifies and supports the rating he/she assigned.
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id icon [>>] to open the menu

Step 5: Rate Performance & Write Narrative

ther step,
Individual Responsibilities Performance Management

Resources
LEADER

MANAGER/SUPERVISOR EMPLOYEE

= 5 ) !
- = ] YR
W\ P Y RESOURCES
Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

<44 BACK 11 PAUSE

Screen 45
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the "Performance Management"
graphic in the top right corner to learn about another step.
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" Return to Step 5

Leader
Ensure that your managers/supervisors attend a rater consistency workshop or similar training.

Hold a rater consistency meeting with your managers/supervisors to ensure they are applying the
standards consistently and fairly across similar jobs and that they are aware of your expectations.

Ensure all are aware that forced distributions and quotas are prohibited.

Where applicable, provide guid on the process for your organization.

Hold your managers/supervisors accountable for backing up their ratings with documented facts.

Ensure your managers’/supervisors’ ratings and narratives of their ploy are c i with
procedures within your organization.

Screen 46
Screen Narration:

You can help increase the accuracy of the performance ratings your raters assign, and the quality of the narratives they
write, by creating a culture that fosters a shared understanding of the process and consistency in ratings. Take a moment
to read through the list of responsibilities and consider ways in which you can implement them.

When you are done, select the "Return to Step 5" arrow.
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Return to Step 5
F

Manager / Supervisor

Tudi

Take any available required training i g a rating i ey workshop.

Familiarize yourself with the nine common rating errors and determine how you will avoid
making them. (See the Common Rating Errors job aid and the course How to Rate Performance and
Write an Effective Narrative in the Step 5 Resource section of this course for more information.)

Converse with other raters in your organization to ensure you are all interpreting and applying the
d " I I
ds 1itly across ploy

When you meet with the other raters in your organization, use the time to build on what you have
been doing well over the course of the performance evaluation period and determine what
changes need to be made during the next performance evaluation period.

Review your employees’ self-report of accomplishments. Did they focus on impact and results? If
needed, seek clarification and/or additional infor ion from your ploy pertaining to
their accomplishments.

Select the arrow to see additional responsibilities for this step a

Screen 47
Screen Narration:
Accurate and consistent performance ratings and corresponding narratives start with a few key foundational actions.

Take a moment to review the list of key actions and consider how you can implement them within your organization.
When you are done, select the "Return to Step 5" arrow.
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S Return to Step 5

Manager / Supervisor continued

= When you write your narratives, focus on concrete job behaviors, the impact of your
performance, results and not impressions.

= Be certain your narratives include enough specific, relevant details so that someone unfamiliar
with your employees and their duties would still understand the impact of the employees’
performance and the reason for your rating.

= After you assign a rating and write your narrative, meet with your reviewer to resolve any issues
and get the rating and narrative approved.

Screen 48
Screen Narration:
N/A

Page 48



Overview of Performance Management

" Return to Step 5

Employee

Make yourself available to your rater in case there are questions.

Screen 49
Screen Narration:

Make yourself available to your rater in the event you need to clarify information provided in your self-report of
accomplishments. Select the "Return to Step 5" arrow.
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S Return to Step 5

RESOURCES Step 5 Resources

Evaluating Performance and Preparing Performance Narratives
Target Audience: Managers/Supernvisors

Rater Consitency Workshop

Target Audience: Leaders and Managers/Supervisors

Course Job Aides:
Common Rating Errors and How to Avold Them
5 Step Process: Assign a Rating and Write a Narrative
Ratings and General Standards
IC Performance Standards
Performance Rating and Narrative Checkiist
Performance Objectives and Element Rating Descriptors
Rating Terminology
Tracking Employee Behavior and Results

You can access these and other current DCIPS courses by going to the DCIPS internet website:
http://dcips.dtic. mil/training

4 Resource Summary

Screen 50

Screen Narration:

Take a moment to review the course resources for Step 5. For a complete list of the resources tied to each step of the
Performance Management Cycle, select the "Resource Summary" button. When you are done, select the "Return to Step

5" arrow.

Page 50



Overview of Performance Management

vl icon [>>] to open
: Formal

Performance Review

In addition to discussing the
employee’s performance and
results this is a great time to
identify lessons learned as a
means for improving the next
evaluation period.

An employee’s performance
is considered for
performance rewards which
are administered at your
organization’s level.

Screen 51
Screen Narration:

The last step in the Performance Management Cycle is the formal performance evaluation. During this time,
managers/supervisors meet individually with each of their employees to discuss the employee's performance and results
over the last year, to share with the employee the rating the manager/supervisor assigned the employee and why he/she
feels the employee earned the rating, to identify lessons learned as a means for improving the next cycle, and to
communicate next steps in the performance evaluation process.

An employee’s performance is considered for performance rewards which are administered at your organization’s level.
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Step 6: Formal Performance Review

Individual Responsibilities Performance Management
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Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

<4 BACK | PAUSE

Screen 52
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the "Performance Management"
graphic in the top right corner to learn about another step.
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" Return to Step 6

Leader

Where appropriate, participate in the PRA process to ensure ratings and corresponding narratives
meet IC standards.

Ensure the PRA has completed its review process and your organization has announced that the
ratings are approved before your managers/supervisors hold final feedback review sessions with
their employees.

Model an effective final performance review when meeting with your managers/supervisors to
discuss their performance.,

Identify the steps and/or actions you want managers/supervisors to follow when holding their
performance conversations with their employees and hold them accountable to these steps and/or
actions.

Screen 53
Screen Narration:

You can help your managers and supervisors hold effective performance review meetings with their employees by
modeling the steps and/or actions you'd like them to follow when you meet with your managers and supervisors to review
their performance. Your actions will speak louder than words. Take a moment to review the list of responsibilities. When
you are done, select the "Return to Step 6" arrow.

Page 53



Overview of Performance Management

S Return to Step 6

Manager / Supervisor

Once the PRA review is complete and your organization has d that the ratings are

approved, you should arrange to hold formal feedback review i with your ploy

Seek input from your supervisor regarding the steps and/or action he/she would like you to take
when preparing for the feedback review, during the feedback review, and after the feedback review.

Collaborate with your colleagues to ensure the focus of the performance discussion is similar for all
employees, meets organization standards, and that you will be using similar examples to explain what
constitutes behavior and results for a particular rating in context of organizational accomplishments
and the IC standards (i.e., the type of behavior and results you would expect from an employee who
received an Excellent rating).

Review the checklist of effective manager/supervisor and employee behaviors. (See the course
Formal Feedback Review Session in the Step 6 Resource section of this course for more information.)

Screen 54
Screen Narration:

You can set the stage for an effective performance feedback meeting with your employees by following the responsibilities
listed for this step. Take a moment to review the list. When you are done, select the "Return to Step 6" arrow.
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" Return to Step 6

Employee

= Prepare for the review session by reviewing your notes pertaining to your accomplishments
during the year. Note: this is also a good time to set up your tracking tool for the next performance
evaluation period. (See the course module Keeping Track of Your Accomplishments in the Step 2
Resource section of this course for more information.)

+ Be an active participant in the review session by

= Asking your manager/supervisor for clarification on feedback that is

= Sharing any concerns with your manager/supervisor that you may have pertaining to the feedback you
receive.

= Collaborating with your manager/supervisor to determine how to use the insights gained during this
performance evaluation period to positively influence the next one.

Screen 55
Screen Narration:

You can contribute to the success of the final feedback review with your manager or supervisor by being an active
participant in the meeting. Take a few moments to review the list of responsibilities and consider how you can implement
them. When you are done, select the "Return to Step 6" arrow.
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- &
ﬂ-b W Return to Step 6

RESOURCES

Courses:

Final Performance Management Feedback Review Session
Target Audience: Managers/Supervisors

Putting Yourself in the Other Person’s Shoes: The Key to Effective Communication
Target Audience: All

You can access these and other current DCIPS courses by going to the DCIPS internet website:
http://dcips.dtic.mil /training

& Resource Summary

Screen 56
Screen Narration:
Take a moment to review the course resources for Step 6. When you are done, select the "Return to Step 6" arrow.

For a complete list of the resources tied to each step of the Performance Management Cycle, select the "Resource
Summary" button.
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Screen 57

Screen Narration:

At the heart of performance management there are five key driving factors: understanding, open communication, trust,
respect, and goodwill. The success of performance management increases dramatically when each step is implemented
with these factors in mind.

Page 57



Overview of Performance Management

Sel n (>3] to open

Performance Management Drivers

step.

Individual Responsibilities Performance Management
Resources

LEADER

MANAGER/SUPERVISOR EMPLOYEE g A
) ) \ QN L

W ’ . RESOURCES

Select an individual to see a list of Select the image to learn about the
his/her responsibilities for this step resources available for this step

LTl [EC] CLOSED CAPTION <44 BACK || PAUSE

Screen 58
Screen Narration:

Select an individual or the resources image to learn more. When you are done, select the "Performance Management"
graphic in the top right corner to learn about another step.
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@ Return to Performance
Management Drivers

Leader
Hold managers accountable for clearly articulating expectations to each employee at the
beginning of the performance evaluation period and maintaining dialog throughout the year.

Demonstrate the same by having these discussions with your managers.

Allocate enough time in each manager’s busy schedule for him/her to provide feedback to his/her
employees throughout the year.

Seek manager input on how to support his/her efforts to foster a performance culture.

When appropriate, support managers with training to help them improve their coaching and
mentoring skills.

Reinforce a performance culture by ing and aligning incenti with higher performance
while providing vocal and visible support for improving employees.

Screen 59
Screen Narration:

Reinforcing a performance culture means building on the key driving factors of understanding, open communication, trust,
respect, and goodwill. Take a moment to review the responsibilities on the list and consider how you, as a leader, can
support a performance culture within your organization.

When you are done, select the "Return to Performance Management Drivers" arrow.
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R Return to Performance
Management Drivers

Manager / Supervisor

Create a culture where open, honest communication is encouraged and supported.

Keep in mind you are the bridge between senior leaders’ goals and employees.

Model respect, trust, and goodwill with your colleagues and employees.

Demonstrate a sincere desire to understand the perspectives and opinions of your employees.
Support your leaders in creating a culture that stresses the importance of objectivity and limits
subjective performance results and measures where there’s an attitude of your opinion against
mine.

Learn from feedback shared with you and be willing to make appropriate changes.

Continually work to improve your communication skills.

Screen 60
Screen Narration:

Reinforcing a performance culture means building on the key driving factors of understanding, open communication, trust,
respect, and goodwill. Take a moment to review the responsibilities on the list and consider how you, as a manager or
supervisor, support a performance culture within your organization.

When you are done, select the "Return to Performance Management Drivers" arrow.
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RN Return to Performance
Management Drivers

Employee

= Extend respect, trust, and goodwill to your manager/supervisor and colleagues.

+ Continually work to improve your communication skills.

* Demonstrate a sincere desire to understand the perspectives and opi of your
manager/supervisor and colleagues by asking questions and engaging in discussions.

= Contribute to a culture of open communication by being willing to engage in honest, open
dialogue.

* Learn from feedback shared with you and be willing to make appropriate changes.

Screen 61
Screen Narration:

Reinforcing a performance culture means building on the key driving factors of understanding, open communication, trust,
respect, and goodwill. Take a moment to review the responsibilities on the list and consider how you, as an employee,
support a performance culture within your organization.

When you are done, select the "Return to Performance Management Drivers" arrow.
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o Performance
ement Drivers
RESOURCES Performance Management

Drivers Resources
Courses:

Avoiding Adverse Impact
Target Audience: Leaders, Managers/Supervisors and Employees

Putting Yourself in the Other Person’s Shoes: The Key to Effective Communication
Target Audience: Managers/Supervisors and Employees

You can access these and other current DCIPS courses by going to the DCIPS internet website:
L http://dcipadtissmil/training ]

& Resource Summary

Screen 62
Screen Narration:
Take a moment to review the resources for the performance management drivers.

For a complete list of the resources tied to each step of the Performance Management Cycle, select the "Resource
Summary" button. When you are done, select the "Return to Performance Management Drivers" arrow.
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Course Resources

For a list of all of the resources

presented in this course, select the Takeaway

“Resource Summary” button. @ Resource Summary Employee

Select the "IC Standards” button for a 4 |ICStandards Tfk}""?\‘-'ﬂy
copy of the elements and standards. Leader

: : Takeaway
Select the “Print Course Slides™ button & Print Course Stides Manager/Supervisor

for a paper-based version of the course.

Screen 63 - Conclusion

Screen Narration:

For a complete list of the resources tied to each step of the Performance Management Cycle, select the "Resource
Summary" button. For a copy of the IC Performance standards and elements, select the "IC Standards" button. Or, if
you'd like a paper-based version of the course for reference, select the "Print Course Slides" button.

Thanks for taking a few minutes to learn more about the steps in performance management cycle, the individual
responsibilities of leaders, managers/supervisors, and employees for implementing each step, and the resources
designed to help you reinforce a performance culture.
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